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I. Match the words (a-e) to their definitions  (1-5):
a) comment
b) conference
c) closing remarks
d) commence
e) collaborate

1. formal meeting for discussion, esp. a regular one held by an organization
2. begin
3. express one's opinions or thoughts
4. last thoughts spoken in a meeting (i.e. reminders, thank yours)
5. work together as a pair/group

Fill in the table with your answers:
	1
	2
	3
	4
	5

	
	
	
	
	



I. I. Complete the sentences (1-5) with the words below (a-e)
a) comment
b) conference
c) closing remarks
d) commence
е) collaborate

1. I just have a few …  … and then you will all be free to go.
2. The board fell apart because the members had difficulty … .
3. We will … as soon as the last person signs the attendance sheet.
4. If you have a …, please raise your hand rather than speak out.
5. Before the … there will be a private meeting for board members only.

Fill in the table with your answers:
	1
	2
	3
	4
	5

	
	
	
	
	



II. Choose the correct answer (a, b, c): 
1. Use this type of English when speaking to a friend:
a) Formal 
b) Informal 
c) Polite 

2. The phrase “This is Ken” is used when:
a) Answering the telephone 
b) Introducing yourself in person 
c) Asking who is on the line 

3. “Employment History” means:
a) Which schools you have attended. 
b) Which diplomas and certificates you have. 
c) Where you have worked. 

Fill in the table with your answers:
	1
	2
	3

	
	
	



III. Read the Resume. Mark the sentences  (1-5) True (T) or False (F):
1. Georgia has got a Certificate in Basque and Iberian Culture.
2. Georgia is now responsible for projects including website, newsletter and advertising copywriting.
3. She has no experience in working for a media company.
4. Georgia graduated from the University in San Sebastian.
5. As a sales manager Georgia was responsible for student recruitment.

Resume
Name: Georgia Holley
Date of birth: 18 August 1974
Address: 911, Rosewood Drive Raleigh, NC 27614
Telephone (919) 555- 9238
Email: gholley@email.com
Education:
2008 Oxford Seminars, Phoenix, Arizona
Teaching English as a Foreign Language Certification
2000 University of the Basque Country, San Sebastian, Spain
Certificate in Basque & Iberian Culture
1992-1996 University of Arizona, Tuscan, AZ
Bachelor of Arts - Journalism (Emphasis in Creative Writing; Minor in Spanish)
Work experience:
June 2008 – Current 
Preschool Prep Company Raleigh, NC
Market research specialist for Media company, specializing in preschool learning tools. Projects include website, newsletter and advertising copywriting.
April 1999 - February 2003 DRM Davenport IA
Director of Marketing & Public Relations
Lead marketing strategist for international education firm, running both business-to-business and business-to-consumer campaigns for products spanning 26 international cities in Europe, Latin & South America, Australia, Asia and Africa. Developed integrated approach to increase sales results, product awareness and brand image. Created integrated web-based marketing strategy including online advertising, web development, paid and natural search campaigns. Managed a two million dollar budget.
June 1996 - April 1999 DRM Davenport IA
Sales Manager / Representative
Held both agent and managerial roles in the sales department. Responsible for
student recruitment in addition to managing and staffing team. Promoted
company sales targets and implemented inside sales contests and programs.
Other skills: Fluent in German
Interests: hiking

Fill in the table with your answers:
	1
	2
	3
	4
	5

	
	
	
	
	



1. Работа с текстом
IV. Complete the Business letter (1-10) with the missing words from the box (a-j):

	a)on my way; b)to be punctual; c)Communications Assistant; d)public relations firm; e)on time; f)to apologize for; g)lack of professionalism; h)to leave for meetings; i)check local traffic reports; j) look forward to



Dear Mr. Thomas,
I would like (1) ____ missing my interview on Wednesday, June 10 at 8:00 AM.  A freeway accident stopped traffic completely for thirty minutes 2) _____to the office, but that is no excuse.  I should have left my home even earlier to ensure I would arrive 3) ______.
As a (4) _____, I understand that Extreme Public Relations Company values professionalism, which includes timeliness. Whether in a staff meeting or a client consultation, I understand that you would expect your employees (5) _______.
I am currently taking steps to ensure that I am not late for a meeting again. I plan (6) _______ even earlier than I already do to ensure I am on time regardless of delays. I will also always (7) _______before planning my driving route.
I demonstrated a (8) _____ on Wednesday. However, I would like to request another opportunity to interview with you for the position of (9) ______ at Extreme Public Relations Company. I know that, despite my embarrassing error on Wednesday, I am an ideal candidate for the position, due to my extensive experience and my ability to achieve quantitative results for my clients.
I will call you later this week to see if we can schedule a time to meet again. Again, I am very sorry for my actions. I (10) _______  meeting you and demonstrating to you why I am a strong candidate for the position.
Best,
Danial Craft 555-555-5555
danial.craft@email.com

Fill in the table with your answers:
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	



V. Put the words in the telephone conversation in the correct order:
	Michael
	: department, Hello, you've the marketing reached .help I can How?
_________________________________________________________

	Phillip:
	speak, to, please, Yes ,can, Roger Pitt, I?
_________________________________________________________

	Michael
	: сalling, please, Who’s?
_________________________________________________________

	Phillip:
	here, Phillip Pen, It’s
_________________________________________________________

	Michael
	: Certainly.  hold on, Please,  and, put through, I’ll, you. ________________________________________________________

	Phillip:
	Thank you.





VI. Match the professions (1-10) to their definitions (a-j):  
1. accountant
2. receptionist
3. land property valuer and auctioneer
4. shareholder
5. human resources manager
6. financial advisor
7. market research interviewer
8. sales manager
9. image consultant
10.  investor

a. a person who greets and deals with clients and visitors to an office ;
b. a person whose job is to give professional advice to individuals and businesses that buy, sell and rent land and property. They also organize and market auction sales.
c. an owner of shares in a company.
d. a person responsible for the department of a business or organization that deals with the hiring, administration, and training of staff;
e. a person whose job is to help their clients choose the financial products and services that best meet their current and future needs. They could advise clients on the right investments, savings, pensions, mortgages or insurance products.
f. a person whose job is to collect information, using prepared questionnaires. They interview people in the street, in their homes, and over the phone.
g. a person whose job is to organize, coach and lead a team of sales representatives to work towards agreed sales targets; 
h. a person or organization that puts money into financial schemes, property, etc. with the expectation of achieving a profit 
i. a person whose job is to help customers choose the right beauty products. They would also help customers make the most of their appearance.
j. a professional person whose job is to keep and check the financial records of organization, or to advise clients on tax and other financial matters. 

Fill in the table with your answers:
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	



VII. Match the beginnings (1-10) to their endings (a-j) to make sentences:
	1. Ubix computers is a
	a. from 2% to 5% during the past 18 months

	2.The company was
	b. the development of a line of laptop computers to export to the Chinese Market

	3. Shareholders own
	e. publicly traded corporation

	4. Ubix is located in Denver, Colorado with manufacturing
	d. more than 80% of the company

	5. The total cash flow during 2000 was
	e. launched in 1999 with an IPO raising $70 million

	6. While other computer manufactures are losing market share, we are
	f. increasing our market share at over 100% annually

	7. Future plans include
	g. plants in Taiwan and Indonesia

	8. CEO, Robin Lancaster, was optimistic in
	h. to meet their specific requirements, while pricing these computers at mass market prices

	9. Ubix Computers market share in the US domestic market has grown
	i. $365 million.

	10. Ubix offers consumers computers that are made
	j. his vision of the future.



Fill in the table with your answers:
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	



3.Работа с текстом
VIII. Complete the text (1-10) with the correct prepositions below (a-j):
a. at; b. in; c. for; d. by; e. about; f. before; g. between, h. after; i. off; j. up

A Day in the Life of a Corporate Finance Analyst
I arrive (1) ___ the office (2) ____anyone else. Everyone starts (3) ___ 9 and 10 am., but I like to get a head-start and work quietly for at least one hour before the open space gets full. I send an update about my project to my manager, because when you get up at 6:30am it’s good to point out your dedication to others. 
(4) ___ answering my emails, I start crunching numbers for one of my projects. At 9am my manager arrives, and I’m a bit shocked by his outfit. I knew that Casual Friday was a big thing in the UK but I wasn’t prepared for this – when the guy that you usually see in a classic “suit and tie” shows (5) ___ in sneakers, jeans and a white t-shirt it just rocks your world. At 10am I start preparing a presentation for next Monday.
When I’m almost done, my manager reviews it and makes me change everything (6) ___ annotating with a red marker. The monthly meeting starts at 2 pm. It’s a one-hour update (7) ___this month’s performance and objectives (8) ___ the next one. 
At 3 pm we have got another meeting. At 4 pm I go back to my desk. I start reviewing a financial model I developed one month ago and I send over some guidelines. 
I’m usually (9) ___ at 5 PM. I leave with the manager and we chat (10) ____ the elevator about our plans for the weekend.

Fill in the table with your answers:
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	



IX. Mark the sentences true (T) or False (F):

1. Reminders are typically announced after all of the items on the agenda have been covered.
2. During the closing remarks, the person holding the meeting should introduce new staff members or guest speakers.
3.  The person who is speaking during a meeting is the person who "has the floor".
4. If no one volunteers to take the minutes the Chairperson will be forced to designate someone.
5. Any financial information shared during this meeting should be kept confidential.

Fill in the table with your answers:
	1
	2
	3
	4
	5

	
	
	
	
	




